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How to enter or adjust leave of absence on timesheet on behalf of an exempt temporary employee:
This job aid outlines how a TL/ABS Approver can enter of adjust leave of absence on a timesheet on behalf of an exempt temporary employee. TL/ABS Approvers
have access to enter and/or adjust timesheets on behalf of employees in their assigned department/college/division/campus.

Navigation: Employee Self Service > My Workplace > Time and Absence Workcenter

Processing Steps Screenshots
. Q
Step 1: On the Employee Self Service - —
. . Payroll Personal Details} My Workplace Benefit Details
landing page, click the Choose Other |
Homepages drop down arrow and W"'"l Employee Self Sarvice -
select My Workplace from the list. USC Central HR Administrator [ + fi
Last Pay Date 04/30/2021
¥
USC Profile Time and Absence

Step 2: Click the Time and Absence
Workcenter tile. SOUTH CAROLINA * My Workplace

COVID-19 Campus Leave Workctr | ePAF Homepage

— —_—

Affiliate Actions Homepage Benefits Enrollment Homepage
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Time and Absence Workcenter
provides a central area to access the
most used time and absence related
activities. It enables TL/ABS
approvers to access various pages
and keep multiple windows open
while doing their daily work.

The activities provided within the
Time and Absence Workcenter
include Approving, Reporting,
viewing time and absence related
transactions, queries, and reports.

Step 3: Click the Approve Time and
Absence drop-down arrow.

Manage Time and Absence

v Queries

Time and Labor

Absence Manageent

v ReportsiProcesses

Scope [k * |
¥ My Scope
All
v My Work Zrows
Reported Time Quantity for Approval 12.00 Hours Routed
Exceptions g 05/13/2021 - 05/14/2021 05/30/2021
Reported Time Quantity for Approval 3.00 Hours Routed
Approvals v 06/01/2021 - 08/01/2021 06/02/2021
Reported Time 2
I+ Links
Approve Time and Absence
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Step 4: Click the Approve Reported
Time option from the list.

Step 5: To edit leave of absence
reported hours/days for a specific
employee, begin by clicking the
Employee ID field and enter the
employee’s USCID.

I Reports/Processes

Scope c #
¥ My Scope Approve Reported Time
Timesheet Summary
I My Work
¥ Employee Selection
Exceptions o~
Employee Selection Criteria
Approvals ~
- Selection Criterion Selection Criterion Value
Reported Time 2
Time Reporter Group Q
Ir Links
Empl D
Approve Time and Absence - A /15069092 a
Approve Reported Time | Empl Record Q
Approve Multiple Absence Requests Last Name Q
Manage Time and Absence o~
First Name Q
Ir Queries
Department Q
Time and Labor o
Supervisor D Q
Absence Manageent -
Reports To Position Number Q

New Window 4]

Get Employees

Clear Criteria

Save Criteria
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Step 6: To view all timesheets before
the current date, click the View By
drop-down arrow and select All Time
Before from the list.

Scope ey a
™ MY Hoooa Sugwerviair 1D a
w ity Wock Repors T Postin Myt q
Expaptions -
AppITNs =
Repaned lime i Chainga WViaw
. - [Ty Inciuda Abzance B Show Sohedsle Infonmation
- Links Wl By
(ST A Turme ARes
SRS
Agpeens Reparted Time Dy

Approvs Vuhiple Assroe Regeests

Employess For M e

H 1 Approval Froen DEIDSOET - O8H 220

- ]
Minsgs Tusie and Abssnis =
Tirr Sussen sy Derayaphiss 13
w Qissfies
Tiess 3nd Lakear Salect Last Name First Mame Empécyes 1D RE'""“ H:;:': Raptrsed H""”"dl Excep
Abaence Maragesnt o
Lt Mt 2 0 20000 ] (sl si]
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Step 7: Click the Employee’s Last
Name link to view the Timesheet
page.

Scope c n- FIrst Mame

o,
* My Scope
Depariment Q
= My Work Supenvisar |D Q
Exceptions v Repoerts To Position Mumber Q,
Approvals o
Reperted Time (2
e Links Change View
“View By | All Tirme Belore w Include Absence B Show Schedule Information
Approve Time and Absence o
Date [06i062021  [im)|
Approve Reported Time -
Approve Mulliple Absence Requests
Employees For . . Time Needing Approval Before 06/06/2021
Manage Time and Absence o
B Q 1-10f 1
[ Queriss | Time Summary } Demegraphics | »
WD LT o Select Last Mame First Name Employee ID Empl Record Hours to be Approwvi
Absence Manageent o
O : V15069092 1 1
v Reports/Processes
Approval &3
Select All || Deselect All Approve || Deny Push Back
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Step 8: To find the timesheet that
requires an adjustment, click the
Previous Period or Next Period links
to select another timesheet.

Note: Exempt temporary employees
do not report hours worked, nor do
they accrue paid leave hours. The
only hours reported on the timesheet
are those for which Leave of Absence
was taken. Scheduled hours will show
the hours the employee is scheduled
to work.

Step 9: The employee failed to enter
their LOAP - Leave of Absence
Personal on Wednesday 5/12/2021,
but that was part of their time away
from work. As the TL/ABS approver,
you must adjust the LOAP hours
accordingly.

Seope cD Pew
» My Scope Timesheet
Employes 10 V1506003 Empl Recard 1
ke My Wark
Dept IO 112000
Excaptions I’ Actiona= Earllest Change Date  DA70Z01
Approvals - Salect Anather Timsshest
-
k= Links ‘Date |O5ODGZ0Z1  [m] ¥
| Scheduled Hours 10 00 Reported Hours 1200 ]
Approve Time and Absence "
Approve Reponed Time
From Sunday 08/09/2021 to Saturday 081182021
Approwe Multiple Absencs Requests
Sun Mon Tue Wed Thu Fri San
[1] 810 811 [TH 813 w14 818 Tatal Time Reporing Gode Comp Time
Manage Time and Absence = m
600 = 1200 | LOAP - Leave of Absence Perzona
e Cuerios
Time and Labor - Save for Later Submit
Absence Manageent v
Reported Time Status Summary Exzeptions Payable Tene

I* Reports/Processes

Reported Time Status

m 4
Select Duarte Reporied Siatus Tetal TRC Description s",,',"r‘: Revilew Comments
] D201 Mewds Appraval ao0 LOAP LOAF - Leave of fibsence Persanal 6.00
] DS Noeds Appraval so0 LOAP LOAF - Leave of Absence Pemcnal .00 +]

Exceptien
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Step 10: Click in the Time Entry field
and enter 6 hours of LOAP for
Wednesday 5/12/2021.

Step 11: Click the Submit button to
submit the adjusted timesheet.

Approve Reported Time

[* Queries
Timea and Labor

Absence Manageent

[ Repona/Processes

Apprave Time and Absence

Manage Time and Absence

Scheduled Hours  30.00

Frem Sunday 05/08/2021 to Saturday 05/15/2021 &

Approve Multiple Absence Requests . - -

L] 10 Lk
-0

~ Save for Later

Reported Time Status

5 Q
Salazt Date Raported Status
O Cea132021 Needs Approval
[m OSr42021 Needs Approval

Reported Hours 1200

Reported Time Status Summary Excepticrs

Thu Fri Sat
513 s S5
.00 6.00

Dascripticn

Leave of Absence Personal

Leave of Absence Personal

Soope co
* My Scope Timesheet
e Employes ID  W15055082 Empl Record 1
[0 DeptD 112000
prions . Acticnis= Earliest Change Date 05302021
Appravals ~ Select Ancther Timeshest
Reparted Time 2 “vigw By | Calendar Pesicd Previcus Pesiod  Next Period
a
o v —IKd
fr Links Date | 05082021 [ma)

Total Time Raparting Codé

18.00} | LGAP - Leave of Mbsence Personal  »

Sched
Hrs

6.0

6.00

Raview Comments
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Step 12: This page confirms the
successful submission of the adjustment,
click the OK button to return to the
Timesheet page.

Note: Steps 1-12 were for adjusting the
timesheet on behalf of the employee. As
the TL/ABS approver you must also
approve the adjusted timesheet.

Scope c$
My Scope Timesheet
Submit Confirmation
+ My Work
& The Submit was successful
Exceptions ~ Time for the Time Period of 2021-05-09 ta 2021-05-15 is submitted
Approvals >
Reported Time 2

v Links
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests
Manage Time and Absence . m
v Queries
Time and Labor

Absence Manageent

[* Reports/Processes
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Step 14: The adjustment is now ready e — Timesheet
for approval. o Employse ID V15060092 Empl Recerd 1

I My Worl

DeptiD 112000
. i Adlions = Earliest Change Date 05062021
To learn how to approve timesheets, siesont v e
. . . . Approvals o
please view the job aid titled Approve a patectAnother Timeshest
. Reported Time k] “View By = Calendar Period w Previgus Period  Next Period

Timesheet. s

Lorn ‘Date 05092021 [

Scheduled Hours 3000 Reported Hours 1300
Approve Time and Absence o
Approve Reported Time
From Sunday 05092021 to Saturday 05152021 (&
Approve Multiple Absence Requests -
e— = = 5 i 4 4 et e rtnacot
m 6.00 6.00 6.00 1800 LOAP - Leave of Absence Personal

Ir Queries

Time and Labor o Save for Later Submit

Absence M.Iﬂ.lgl.ﬂl w
YOU SUCCGSSfu”y |ea I’ned hOW tO Reported Time Status Summary Exceptions Eanyable Time
enter/adjust leave of absence on a [RepertsFrocesses

Reported Time Status
timesheet on behalf of an exempt = a
tempora ry employee' Select Date Reported Status Total TRC Description s"lri.r: Review Comments
(] 051372021 Meeds Apgroval G00; LOARP Leave of Absence Personal B.00 @
(] 05142021 Meeds Approval G.00 LOAP Leave of Absence Personal 6.00 =]
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